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 Web-enabled application owned by BCOM 
and used to manage Capital Outlay Projects  
that can be accessed by Agency and Central 
Government authorized users from any 
computer on the internet running Explorer 8, 
Firefox, Chrome, Opera or Safari



 Agency use is for processing selected CO and BO 
Forms

 BCOM use is for Project Review activities and 
Business Operations 

 DPB use is to provide input to the new Performance 
Budgeting system

 APA, HAC, SFC, SCHEV, and SFMO use is inquiring 
and reporting key project data



 Authorized Agency staff will log into the BITS 
database with one or more of the following 
“permissions” for CO and/or BO forms:
 VIEW

 CREATE / EDIT

 APPROVE / SUBMIT

 Users will be able to view “form status” at any time:

 DRAFT

 IN PROCESS

 APPROVED



 Current method of routing Excel forms as e-mail 
attachments ends

 Workflow will route Agency submitted forms to the 
appropriate BCOM staff

 Approved forms will be “distributed” via an e-mail 
notification which will include a hyperlink to allow 
the user to quickly access the specific form in the 
database



 Users may at any point in time print a form or export 
the form to Excel, pdf, or several other formats

 Revision numbers will be assigned to each approved 
form

 Some supporting forms and documents will continue 
to be submitted via e-mail or hard copy

 Bid Tabulation, Sketches, Inspection Reports etc.



 The following CO forms will be processed in BITS:

 CO-2 Authority to Initiate Capital Outlay Project

 CO-4 Application for Approval of Schematic Design 

 CO-5 Application for Approval of Preliminary Design 

 CO-6 Application for Approval of Working Drawings

 CO-8 Approval to Award Construction Contract

 CO-14 Project Completion Report



 Logs of the following forms will also be 
available for viewing within BITS:

 CO-3 A/E Contract

 CO-11 Construction Change Order

▪ BCOM will extract and enter key data from the hard copies or 

electronic copies of the CO-3 and CO-11 forms submitted to the 

Bureau



 The following permitting forms will be processed 
using BITS:

 CO-17 Building Permit

 CO-17 IND Building Permit for Industrialized Building 

 CO-17 MAN Building Permit for Manufactured Home 

 CO-17 TWR Communications Tower Building Permit

 CO-17 TMP Building Permit for Temporary Structure

(e.g., tents, stages, bleachers)

 CO-17 SPC Special Use Permit

(e.g., concert events, amusement devices)



 The following certification forms will be 
processed using BITS:

 CO-13.3 Certificate of Use and Occupancy

 CO-13.3 IND CUO for Industrialized Building 

 CO-13.3 MAN CUO for Manufactured Home 

 CO-13.3 TWR CUO for Communications Tower

 CO-13.4 Building Permit Close Out

(Replaces a “Close Out Letter”)



 Form Replication

 Copy data from any existing form to begin a new form

 Converted Data

 Selected form data from existing BITS system will be converted

 Filtering

 Find forms based on multiple criteria including a quick find based on 

the 5-digit or 8-digit project code



 Project Number Unknown

 BCOM assigns project code for a new “non-cap” project after the form 

is submitted

 Agency Tracking Number

 Agency may enter their own internal identifier separate from the BCOM 

assigned number

 Attachments

 BCOM may upload other related documents as attachments which are 

accessible for viewing / download



 Online documentation and examples

 Data entered in new system is essentially the same as 
data entered on the current Excel forms

 Training will focus on finding existing forms, creating 
and editing forms, and navigating the system

 Assistance will be provided by BCOM staff via phone 
or e-mail



 Additional forms  (e.g. Demolition Permits)

 Enhanced reporting

 New input screens to facilitate project status 
updates





https://bits.dgs.virginia.gov
























